
Creating Distribution Lists (Groups) 
in 

Outlook Web Access 
 
Outlook Web Access (OWA) is the email application that KUSD provides for District 
employees.  If you regularly send e-mail messages to a group of people, you can create a 
distribution list to simplify addressing messages. After a distribution list has been created, you 
can send a message to multiple recipients at the same time.  
 
1 Start Safari, go to OWA, and log in. 

 
2 In the tool bar at the top of the main OWA window, for New select Distribution 

List from the pop-up. 
 

 
 

3 Give the distribution list a name. 
 

 
 

4 If you know a person’s name as it’s entered either in your Contacts or in the District’s Global 
Addresses, you can enter the name and click Add. 
 

 



 
The contact appears in the distribution list. 
 

 
 
5 If you’re not sure of exactly how a contact’s name is listed or spelled, you can click 

.  For instance, if I weren’t sure of how to spell Suzanne’s last name, I could type 
in her first name, click Find, and choose from a list. 
 

 
 



 
Check the person’s name and … 
 

 
 
… click Add recipient to…  
 
6 Note:  To search for another name, you do not have to close the Find Names window.  Just 

enter another name, click the Find button, and a new list will be created. 
 

7 In the button bar at the top, be sure to click the disk icon to Save. 
 

 
 

8 To send an email to the group, type the name of the distribution list in the To:, CC:, or BCC 
box. 
 

 


